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SENTI

Part A Words and Expressions

I. The following words and expressions are often used for an interview,
please read and remember them.

1
2
3
4.
5.
6
/i
8

g

10.
11
12.
13.
14.
185.

personnel [pe:se’nel] . n. AR, \=H

major ['meid3a] n& v. ek, Lleeee HhE Nk
joint-venture ; adj. H%M

experience [iks'pierians] n 2%

bilingual [bai'lingwal] adj. Wi&

deal with MiAS, AbEE
strength [strenB] n. LR, BE, hE
weak points n. e

stubborn ['staban] adj. [E, EoRme
insistence [1n'sistans] n.  RE GRIE, BrEik)
compromise [kompramaiz] n.& v. Z

determine  [di'te:min] - v. HiE, i

clerical ['klerikal] adj. XPBEirHE R
standard ['steendad] n.  FR#E

interview ['intavju:] n.& vk, Vi), #W

Il. Please make out the words in the following sentences.

1.
2

»

| English.

| had a part-time job for two months at a local company as a
secretary.

But you know we are looking for a secretary.

What is your greatest ?

Sometimes it sounds a little stubborn but | am now trying to find a balance
between and

I'd like to ask about the ;

We'll be letting you know the result of the sometime next week.

lll. Can you say it again? Please read after the tape.

1

2

I major in English.
BT R
| had a part-time job for two months at a local joint-venture company as a




Unit 1 Finding a Job

secretary.

BAE M) — K G B A R P T A H BB T AE.

3. But you know we are looking for a bilingual secretary.
B FRATLESE 2 E M .
4. What is your greatest strength? j
PR KA AE AT 42
5. Sometimes it sounds a little stubborn but | am now trying to find a balance
between insistence and compromise. [
AR, W R TRA AE R, ERIER B ER RS Z P 3P
6. I'd like to ask about the salary.
AR — FH M.
7. We’'ll be letting you know the result of the interview sometime next week.
FATREAE T R 38 g % T 3K 45 2R \
Part B Sample Talk \\
Shout it out or tick it off: can you recognize the sentences we
have learned in the dialogue? When you hear the right sentence,
just shout it out or tick it off.
1. I major in English.
2. | had a part-time job for two months at a local joint-venture company as a
secretary.
3. But you know we are looking for a bilingual secretary.
4. What is your greatest strength? /
5. Sometimes it sounds a little stubborn but | am now trying to find a balance
between insistence and compromise.
6. I'd like to ask about the salary.
7. We’ll be letting you know the result of the interview sometime next week.
A
Please listen to the dialogue again and answer the following r
questions.
1. Who are they? What are their names? A
2. What are they doing?
3. Where does B live?
4. Which university did B graduate from?
5. When will B get the result of the interview?




BEE A

" Dialogue
(J‘bhn Smith, the personnel manager, is interviewing Ann Huang, a student
from Beijing Normal University. A: John Smith, B: Ann Huang.)
A: Come in. | am John Smith, the personnel manager. How do you do?
B: My name is Ann Huang. How do you do?
A: Please sit down.
B: Thank you.
A: I'd like to ask you some questions, Miss Huang. Where do you live?
B: The East District.
A: Which university did you graduate from?
B: Beijing Normal University.
A: What is your major?
B: | major in English.
A: | see. Have you taken any business classes or anything?
B: Yes. I've studied in a computer training program and a Business English
Program.

Have you ever worked in an office before?

Yes, | had a part-time job for two months at a local joint-venture company
working as a secretary.

Oh, really?

Yes, it was a very interesting experience.

So, what did you do? Office work?

Yes, mostly typing and answering the phones.

: OK. But you know we are looking for a bilingual secretary. What interests
] you most about this job?

Q>

——
/ —_—
>Po>w>

Well, for me the most important thing is to find work where | can meet and
deal with people from other cultures.

What is your greatest strength?

I think | am very good at planning. | manage my time perfectly so that | can
always get things done on time.

little stubborn but | am now trying to find a balance between insistence and
compromise.
A: | see. Good. Now, do you have any questions you'd like to ask me about

A
B
1. A: What are your weak points?
B: When | think something is right, | will stick to that. Sometimes it sounds a
[ company?

A: Well, all the new clerical employees begin at a standard salary of RMB 600
per month. Then, after a training period of three months, you are given an

\ B: Yes, I'd like to ask about the salary. How is it determined?
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assignment, and then you would get a higher monthly salary. Any more
questions?
B: No, thank you. I'm sorry to have taken so much of your time.
A: Not at all. Very glad to have met you. We'll be letting you know the result of
the interview sometime next week. Thank you very much for coming.
B: Thank you for your time, Mr. Smith.
A: You're welcome. Good-bye.
B: Bye-bye. [
Read the dialogue and then practice in pairs.
Focus in.
1. When you want to tell the interviewer your educational background, you
should start with:
URAR VR THR B R G BOA T SN, AR BUX AT 4R -
2. If you want to introduce your working experience, you can say:
T SR ARAR B VR TAE L P, R AT LR -
3. When you want to introduce your ability and capability, you should say:
MY ULEA B O R D FIBREI , AR TT DUKAE U :
4. If you want to explain motives of interview, you should ask:
T F R AR B0 A R B TR B AL, R AT B RE 3 -
5.  When you want to end the interview, how can you make a good close:

Oral practice: please answer the following questions.

ok N =

MR LRER, BRI g R

—
\

Part C After-class Practice 4

What are they doing?

Has B taken any business classes or anything?
Which kind of secretary does A looking for?
What makes B interested in this job?

What is B’s greatest strength?

—_——

/




s B hat are B’s weak points?
7. How long will the employee get higher salary? And how?
8. When will B get the result of the interview?

1. Can you act out the dialogue we have just learned?
2. Please make up a new dialogue in a new situation.

] Il. Role play.

Situation: A, Susan, E— AT FRMAEHIF LA, ERF T HERABE. 8B FF4
HE) KTk, Wik & ABC 28 EARIEHIATIRR, Hrdfhe T iEndm
LK. WAEMHELSNGAFHRZE B, Peter X ik =440 £ 49 19 4.
Bank of useful sentences.

1. 1 wish to apply for the job you are offering in today’s China Daily.
AN ERG BALAEA RIG R E HRY TR a0 T4,
2. Would you tell me something about your educational background and
experiences?
HESCIRRIR I A 5 SR g 2
/ 3. l'was born in this city and had my college education at Nanjing University.
BHAETXRINT, RN KERIRE.
4. What interests you most about this job?
XF T 3K AR BB Y R IR A4 2
5. Have you had any experience with office work?
SR NE MR (O EZL
( 6. How much salary would you expect in our company?
PRI T R % /b 2
7. | can use the fax and duplicator.
oo (AL AL R ENHL,
\ 8. I'm sorry to have taken so much of your time.

} TR AR 5 FH R 4 % 1 I il

Part D Listening Practice

A: | came in answer to your advertisement fora 1

I. Listen and complete the following dialogue.
/
B: | see. Will you walk this way, please?

A I'm afraid | haven’t had any experience in just this sort of work. I'm studying
business administration in college. | want to get a job that would tie in with

\ B: What _2 _ have you had?
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my studies.

Have you got any selling experience at all?

Il worked ina __3 _in a small town last summer vacation.

What _ 4  did you like most at university?

| like sales strategies most.

Now tell me about your educational background.

| graduated from Beijing College of Commerce. | majored in _ 5
What would you like to work with us?

It's a job interested in, and your company is one of the best knowri. Although
I have no work experience as a salesperson, the job _ 6  you sent was
very interesting. It's a job I've been dreaming of since | was at university.

Do you know anything about this company? ‘

Yes, a little. As you mentioned just now, yours is an American __7 _ company.
As far as | know, your company is a world famous one which produces _ 8
products.

In what department did you work?

Iwasin _9 Department.

Have you got an excellent __10 _ in English?

Yes, | think | can manage English conversations with American staff
members.

Il. Listen to the tape and say it again.

OGN

I want to apply for the position advertised in “China Daily” on July 18.
| feel | can fill the vacancies you have.

To get used to a new circumstance isn’t too difficult to me.

| worked as a receptionist for five years at Beijing Hotel.

Excuse me, where is the personnel manager’s office?

lll. Translate the following sentences into Chinese orally.

Al il

| want to apply for the position (n. Hi{7) advertised in “China Daily” on July 18.
| feel | can fill the vacancies (n. Zt) you have.

To get used to a new circumstance (n. ¥3%) isn’t too difficult to me.

| worked as a receptionist for five years at Beijing Hotel.

Excuse me, where is the personnel manager’s office?

IV. Translate the following sentences into English orally. -

HH, NFRRAZEEMSAMTT?
T JNE T B 358 6 BRI AN K HE

1.

2,
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] Part E Extra Exercises
I.

3. FRAEIXFh T AE BRI T AR
4. R\ F AT LR A | A B,
5.  PRAATAFTIRATH T AE B R ?

Reading practice.

Application for a Position of Office Assistant

3 Xiangya Yuan
Chaoyang District
Beijing, 100029
July 20,2007
Human Resource Dept.
ABC Company
Xuanyuan Road, Beijing 100081

Gentlemen,

I' want to apply for the position advertised in China Daily on July 18. | feel | can
fill the vacancies you have.

| am 20 years old. After graduating from high school, | took a three-year business
course in one of the best commercial schools in Beijing, studying both rapid bookkeeping
and typewriting. Since graduating from business school, | have worked for two years in a
department store where | am now employed, | now wish to enter an office where the
work requires greater responsibility and judgment than here, and where there is more
opportunity for advancement. | am young and energetic and maintain good interpersonal
relations. | mention these because | know my line of work is a demanding one and | am
willing to show that | can face up to any challenge placed before me.

Should this application meet with your favorable consideration, | will do my
utmost to satisfy the confidence you may repose in me, | am looking forward to
hearing from you as soon as possible.

Faithfully yours,
Li Mei
Encls: (1) My resume
(2) My academic record
(3) 2 recent photos
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Please answer the following questions.

gkl M o

What does Li Mei apply for?

Where did she graduate from?

Where is she working now?

Why does she want to change her job?

Please retell the passage in pairs.

1
2
3

4
5.
7
8
9
1

Part F

Vocabulary.

. advertise n. B %

. commerclal | ad. W, HBEN

. judgment n.  HIWr, & A
Sadvansement s oD n BRL B

energetic adj. K 17, R

Amailatain 0 B

. interpersonal adj. ANFrif
e n. A7k

. challenge n. &v. PRk, [mpeeeee P ik
glimie 0 0 ndad B BER

Notes.

1. | feel | can fill the vacancies you have.

PN AN AT LLGUR B 2 7] R 28 Bk .

2. Studying both rapid bookkeeping and typewriting.
2 S D AT .

3. | now wish to enter an office where the work requires greater responsibility and
judgment than here, and where there is more opportunity for advancement.
WAE, EANFEHREAN—FKAA, T-HHREFEEK, BHHRENN T/E, A
TR .

4. | know my line of work is a demanding one.

BAERM XA TE ATk BRER™M.
5. | will do my utmost to satisfy the confidence (n. {51, f54F) you may repose

in me.




T AT AR, BAR S 2 R

lll. Guide to grammar.

1. apply for sth. HiiF
You should apply for that job immediately, in person or by letter.
PRI ZASLED HAE Ry TAE, SR E W, BEWRE.

2. doone’sutmost R4 7, ¥#h
| did my utmost to stop them.
B vy R4 ) ) e AdATT .

3. repose...in sb./sth. ffl------ HIETIEASEY
The parents have reposed all their hope in their children.
XA R BHET A KA B FHREMIT A CEFS LT,

/[ 4. repose confidence in sb. {5 #fi A

He reposed too much confidence in her promises.

fib 3 T AR W 1 5

IV. Proverbs.

1. Power invariably means both responsibility and danger.
¢ 17K I R R A STAE A& K
2. Jack of all trades, master of none.

\ HEAWM— 2.

V. Tongue twisters.

cook took the advice of Mr. Cook and bought the book.

1. Mr. Cook said to a cook: “Look at this cook-book. It's very good.” So the
) 2. A snow-white swan swiftly to catch a slowly-swimming snake in a lake.




